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TO: 


House  Members 
Supervisory  Staff 


♦•*. 


The  House  Committee  on  Personnel  and  Administration 
has  developed  this  Administrative  Booklet  for  the  Employee 
Orientation  Program  to  identify  roles,  responsibilities,  and 
resources. 


When  a  new  employee  is  hired,  use  this  booklet  to  guide 
you  through  the  orientation  process.  A  description  of  each  page 
is  included  in  the  Table  of  Contents.  Topics  to  be  discussed 
with  the  new  employee  are  outlined  in  the  Checklist  on  pages 
8-9.  Please  encourage  new  employees  to  become  actively 
involved  in  their  own  orientation  and  use  it  to  answer  any 
questions. 

Providing  the  proper  support  and  direction  to  your  new 
employee,  while  requiring  an  initial  commitment  of  time  and 
energy,  can  reap  substantial  benefits.  The  immediate  benefits 
for  your  employee  include  better  understanding  of  the 
legislature's  purpose,  function,  and  procedures,  increased 
productivity,  and  improved  morale.  This  formal,  yet  flexible, 
program  benefits  you,  your  employee,  and  the  public  (through 
improved  services). 

You  are  a  key  contributor  to  this  program.  You  -  your 
enthusiastic  welcome,  your  patience  with  those  basic  questions 
asked  by  all  new  employees,  and  your  on-the-job  training 
activities  -  will  help  determine  the  success  and  effectiveness  of 
our  new  Employee  Orientation  Program. 

We  are  pleased  to  offer  this  program  for  you  and  our 
new  employees.     We  need  your  help  to  successfully  implement  it. 


George  Keverian 
Speaker 


Michael  J. 
Chairman 


Re a  Jr. 
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Introduction 


The  Employee  Orientation  Program  is  designed  with  three  goals  in  mind:  (1)  provide  a  positive 
initial  experience  for  new  employees;  (2)  provide  support  for  those  responsible  for  orienting 
employees;  and  (3)  complete  routine  paperwork.  To  reach  these  goals,  the  program  will  do  the 
following: 

■  introduce  new  employees  to  the  House  and  the  work  environment; 

■  explain  personnel  policies,  benefits  and  services; 

■  provide  a  forum  to  ask  questions  and  get  answers; 

■  help  new  employees  develop  realistic  job  expectations,  a  positive  attitude,  and  job 
satisfaction; 

■  identify  orientation  and  on-the-job  training  resources;  and 

■  clarify  responsibilities  and  provide  a  flexible  program  to  orient  employees. 

There  are  three  components  of  the  program:  the  payroll  office,  the  immediate  supervisor,  and 
the  House  Committee  on  Personnel  and  Administration.  Orientation  begins  with  an  employees' 
initial  contact  with  the  payroll  office.  Once  the  employee  returns  to  the  office,  the  supervisor 
begins  introductions,  necessary  explanations,  and  appropriate  on-the-job  training.  The 
Committee  complements  these  efforts  with  an  overview  of  legislative  functions  and  services. 

The  program  is  flexible  enough  to  meet  the  needs  of  each  employee.  While  certain  topics  must 
be  repeated  for  every  employee,  other  topics  should  be  discussed  as  needed.  For  example, 
promoted  employees  probably  don't  need  an  explanation  of  House  policies  and  benefits. 
However,  they  may  need  to  know  their  new  job's  content  and  expectations.  They  may  also  need 
some  on-the-job  training.  The  Committee  is  committed  to  working  with  House  Members  and 
Supervisory  Staff  to  successfully  orient  their  new  employees  with  minimum  disruption  of  office 
operations. 

A  successful  orientation  program  benefits  the  House,  its  members,  staff  supervisors,  and  new 
employees  in  the  following  ways: 

■  improves  employee  productivity  and  morale; 

■  saves  time  and  energy  by  streamlining  orientation  material; 

■  increases  awareness  of  House  policies  and  benefits; 

■  accelerates  assimilation  into  the  legislative  environment;  and 

■  demonstrates  to  employees  that  the  House  cares  about  them. 

Please  contact  the  Committee  at  722-2582  if  you  have  any  questions  about  the  program  or  the 
booklet. 


Employee  Orientation  Program 


Cookbook  Approach 


Steps 

1.  Chairman,  Representative,  or  Staff  Director  contacts  appropriate  payroll  office  when  a  new 
employee  is  hired. 

2.  The  payroll  office  completes  the  necessary  paperwork  and  explains  to  the  new  employee 
the  items  listed  on  Part  I  of  the  Orientation  Program  Checklist  (see  page  8).  The  new  employee 
also  receives  a  copy  of  the  Employee  Orientation  Program  Folder  which  contains  House  policy 
and  benefit  information. 

3.  The  supervisor  (Chairman,  Representative,  Staff  Supervisor,  etc.)  explains  to  the  new 
employee  the  items  listed  on  Part  II  of  the  Orientation  Program  Checklist  (see  page  8). 

4.  The  supervisor  begins  on-the-job  training  for  new  employee. 

5.  Supervisors  and  payroll  offices  inform  the  House  Committee  on  Personnel  and  Administration 
(HCPA)  when  new  employees  are  hired. 

6.  HCPA  works  with  the  supervisors  to  arrange  an  orientation  schedule  for  their  new  employees. 

7.  HCPA  completes  Part  III  and  IV  of  the  Orientation  Program  Checklist  with  the  new  employees 
(see  page  9). 

8.  HCPA  determines  (with  supervisor's  input)  the  need  for  review  of  training  videotapes. 

9.  HCPA  works  with  other  House  offices  to  arrange  necessary  training  for  new  employees  when 
appropriate. 

10.  HCPA  arranges  for  tour  of  the  building. 

11.  Employees  complete  an  evaluation  of  the  Orientation  Program  (see  Sample  on  page  10). 

12.  Employees  receive  Certificate  of  Completion. 
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Role  Definitions 


Payroll  Office 

■  Complete  payroll  paperwork 

■  Explain  employee  benefits 

■  Explain  pay  procedures 

Immediate  Supervisor 

■  Explain  job  content  and  expectations 

■  Introduce  employee  to  staff 

■  Explain  office  layout,  organization,  and  policies 

■  Explain  role  of  committee/office 

■  Begin  on-the-job  training 

House  Committee  on  Personnel  and  Administration  (HCPA) 

■  Review  personnel  policies  and  employee  benefits 

■  Review  transportation  and  parking  arrangements 

■  Outline  Legislature's  organization 

■  Review  "promoting  positive  image  of  the  House" 

■  Review  training  and  professional  development  opportunities 
•  Provide  opportunity  to  view  training  films 

■  Arrange  special  training  if  needed 

■  Arrange  for  tour  of  the  building 
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Thoughts  to  Guide  Orientation  Process 


An  employee's  initial  experience  with  an  organization  is  an  important  indicator  of  future 
performance. 

The  most  significant  part  of  orientation  is  the  human  side.  Share  insights  with  new  employees 
as  to  what  the  Chairperson,  Committee  members,  supervisors,  and  co-workers  are  like.  Tell 
them  how  long  it  should  take  to  reach  standards  of  effective  work.  Encourage  them  to  seek 
advice  when  needed. 

Put  yourself  in  the  new  employee's  shoes.  What  did  you  want  to  know  when  you  first  worked 
for  the  House?  What  did  you  want  your  supervisor  to  tell  you  but  were  too  afraid  to  ask? 

New  employees  should  be  sponsored  by  an  experienced  worker  or  supervisor  in  the  immediate 
environment  who  can  respond  to  questions  and  keep  in  close  touch  during  the  early 
employment  period. 

New  employees  should  be  gradually  introduced  to  the  people  with  whom  they  will  work,  rather 
than  given  a  superficial  introduction  to  all  of  them  on  the  first  day.  The  object  should  be  to 
help  them  get  to  know  their  co-workers  and  supervisors. 

Orientation  should  begin  with  the  most  relevant  and  immediate  kinds  of  information  and  then 
proceed  to  more  general  policies. 

New  employees  should  be  allowed  sufficient  time  to  get  their  feet  on  the  ground  before 
demands  are  made  on  them. 

Don't  assume  that  the  new  employee  is  familiar  with  the  House,  its  policies,  procedures, 
practices,  or  protocol.  Also,  don't  forget  the  things  which  we  often  take  for  granted:  location 
of  the  bathrooms,  where  to  get  lunch,  payday,  and  where  to  cash  paychecks. 

Use  this  Booklet  like  a  workbook.  Write  in  the  margins  and  use  the  Notes  pages  (pages  11 
and  12)  to  record  specific  reminders  of  what  you  need  to  tell  your  new  employees  (regarding 
your  office  or  a  particular  job). 

Unsatisfied  employees  do  tend  to  quit  more  often,  to  be  absent  more  frequently,  and  to  produce 
lower  quality  work  than  do  satisfied  workers.  Thus,  it  is  in  the  House's  best  interest  to  address 
the  needs  of  new  employees  through  this  Orientation  Program. 
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Training  Videotapes 


■  Legislative  Functions 

•  Legislative  Process 

•  Budget  Process 

•  Evaluation  Process 

■  Job  —  Specific  Information 

•  Bill  Filing/Bill  Drafting 

•  Writing  Bill  Summaries 

•  Writing  Press  Releases 

■  State  Library  Series 

•  Introduction  to  the  State  Library 

•  Using  the  Mass.  General  Laws  (Basic  &  Advanced) 

•  Federal  and  State  Regulations 

•  Statistical  Resources 

•  Tracing  a  Bill  in  Mass.  —  Basic  Research  Tools 

•  How  to  Do  a  Mass.  Legislative  History 

•  Sources  to  Consult  for  Current  Information 

■  Miscellaneous 

•  A  Guide  to  Ethics 

•  Report  Writing 

•  Oral  Reports 

**  NOTE:  Please  contact  the  House  Committee  on  Personnel  and  Administration  to  arrange  for  your  new  employee 
to  view  a  training  videotape. 
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On-The-Job  Training  Resources 


House  Employee  Handbook  describes  House  personnel  policies,  benefits,  and  services.  It  also 
includes  an  overview  of  the  legislature's  structure  and  the  legislative  and  budget  processes. 

A  Guide  to  Ethics  provides  accurate  summaries  of  the  Conflict  of  Interest,  Financial  Disclosure, 
Open  Meeting,  and  Campaign  and  Political  Finance  Laws. 

Your  State  Legislators  lists  the  State  Legislators  (including  their  districts  and  committee 
assignments),  Constitutional  Offices,  Governor's  Council,  and  Cabinet  Secretaries.  It  also 
provides  their  office  locations,  and  telephone  numbers. 

The  MA  General  Court:  A  Handbook  for  New  Legislators  briefly  describes  the  environment, 
the  lawmaking  process  and  the  tools  available  for  new  legislators. 

MA  Legislators  and  Other  Elected  Officials  presents  elected  officials  by  their  districts 
(includes  pictures). 

Your  MA  Government  provides  an  overview  of  the  operation  of  the  State  and  local  governments 
in  the  Commonwealth. 

Citizens'  Guide  to  State  Services  is  a  reliable  and  current  source  of  information  on  State 
Government. 

Guide  to  MA  Legislative  and  Government  Research  describes  research  methods  and 
resources  in  the  State  and  Federal  Government. 

*A11  are  available  from  Committee  Training  Liaison 

For  More  Information  .  .  . 

The  House  Clerk's  Office  produces  several  legislative  publications  which  are  available  in  their 
office,  the  Document  Room  or  the  State  Bookstore.  The  publications  include  the  "Manual  for 
the  General  Court",  "Public  Officers  of  Massachusetts",  "Legislative  Committee  Book",  "House 
Calendar",  "House  Journal",  and  various  computer  printouts  on  the  status  of  legislation. 

The  House  Committee  on  Personnel  and  Administration  (HCPA)  has  training  books  and 
articles  which  can  be  loaned  to  employees.  HCPA  also  has  a  list  of  publications  available  at  the 
State  Library  on  training,  human  resource  development,  motivation,  industrial  psychology  and 
organizational  behavior. 

The  State  Library  has  an  extensive  collection  of  books  and  periodicals  with  special  emphasis 
in  government  and  public  affairs. 
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Orientation  Program  Checklist 


Part  I  —  Explained  by  Payroll  Office 

1.  Word  of  welcome 

2.  Appointment  with  payroll 
Paperwork Benefits'  folder  _ 


3.  Employment  policy,  work  hours,  overtime 

4.  Compensation  and  pay  procedures 

5.  Employee  benefits: 

a.  Health  insurance  (Handout ) 

b.  Dental  and  vision  benefits 

c.  Retirement  (Handout ) 

d.  Social  Security/Medicare 

e.  Life  insurance  (Basic  &  Optional)  (Handout ) 

f.  Long-Term  Disability  Insurance  Plan 

g.  Vacation 
h.  Sick  leave 

i.  Personal  leave 

j.  Other  leave  benefits 

k.  Tuition  Remission 

1.  Employee  Assistance  Program  (EAP)  (Handout ) 

m.  Payroll  deductions  (Credit  Union ,  Savings  Bonds 

Direct  Deposit ,  Deferred  Comp. ) 

n.  MBTA  pass 

Part  II  —  Explained  by  Supervisor 

6.  Job  content,  expectations,  and  employee  contribution 

7.  Office  working  conditions: 

a.  Work  hours,  time  sheets 

b.  Lunch  hours  &  locations 

c.  Office  layout  (including  bathrooms) 

d.  Staff  organization  and  introductions 

e.  Protocol 

f.  Office  equipment  and  systems 

8.  Requirements  for  continuance  of  House  employment 

a.  Attendance  and  punctuality 

b.  Performance  of  duties 

c.  Handling  confidential  information 

d.  Personal  appearance  and  conduct 

9.  Role  of  committee/office 
10.  On-the-job  training 
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Orientation  Program  Checklist  (cont.) 


Part  III  —  Explained  by  HCPA 

11.  Working  for  the  House  of  Representatives: 

a.  Personnel  policies 
b.Code  of  Ethics  (Guide ) 

c.  Career  development 

d.  Political  rights  and  restrictions 

e.  Personal  telephone  calls  and  mail 

f.  Legislative  environment 

g.  Protocol 

h.  Health  Services 

i.  Transportation  and  parking  arrangements 

j.  Other:  from  Employee  Handbook 

12.  Overview  of  organization  and  function  of  the  House 

13.  Promoting  professional  image  of  House;  dealing  with  public  (including  effective  telephone 
techniques) 

14.  Training  and  professional  development  opportunities 

15.  Training  films  to  be  viewed 

Seminar Date 

Seminar Date 

Seminar Date 

16.  Special  instructions 

17.  Tour  of  building    (Date  &  time ) 


Part  IV  —  Follow-up  by  HCPA 

18.  Forms  completed  and  signed: 

a.  Health  Insurance 

b.  Retirement 

c.  Life  Insurance 

d.  Payroll  deductions  ( 


19.  Employee  Completes  Evaluation  Form 

20.  Award  Certificate  of  Completion 
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Sample  Employee  Evaluation  Form 

Position  Title: Date: 

How  long  employed? 

Instructions:  Please  complete  all  of  this  confidential  questionnaire  which  is  designed  to  improve 
the  Employee  Orientation  Program.  Your  comments  will  help  us  in  planning  future  programs. 
Please  note  that  your  signature  is  optional.  Thank  you. 

1)  Please  rate  the  effectiveness  of  the  following  program  components: 

Excellent  Very  Good  Satisfactory  Unsatisfactory 

Payroll  Office  

Supervisor  

HCPA  

Overall  

If  you  checked  any  component  as  Satisfactory  or  Unsatisfactory,  please  explain: 

2)  What  were  the  most  useful  aspects  of  the  program? 

3)  What  were  the  least  useful  aspects  of  the  program? 

4)  Please  complete  the  following  three  sentences,  if  applicable: 

A.  We  should  have  spent  more  time  on: 

B.  We  could  have  spent  less  time  on: 

C.  Areas  that  were  not  covered,  but  should  have  been: 

5)  Additional  comments: 

6)  May  we  use  your  comments?    Yes        No 

Name  (optional) 
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Notes 
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